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Horse Owner User 

Training for 

Computer Usage. 

 

 

 

If you would like further assistance on how to use Horse Records, feel free to 
contact us using the details below: 

 

 

07 3038 1081 

info@horse-records.com 
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Login to Horse Records using your unique Horse Records Username and Passwords. 
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Adding a Horse – Step 1: Click the Horses Tab 
On the left-hand side, click the ‘Horses’ tab on the side bar panel.  
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Adding a Horse – Step 2: Click Add 
In the top right-hand corner of the page, click the ‘add’ button.  
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Adding a Horse – Step 3: Enter the details of the Horse 
Fill out the appropriate details for your horse. Once completed, click save in the bottom 

right-hand corner.  
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Moving a Horse – Step 1: Click the Horses Tab 
On the left-hand side, click the ‘Horses’ tab on the side bar panel.  
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Moving a Horse – Step 2: Select your horse or horses to move 
Select the horse or horses you want to move by clicking the text box on the horse. Then 

click the move button in the top right-hand corner.  
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Moving a Horse – Step 3: Select your horse or horses to move 
Select a destination, expected arrival date and expected arrival time. 

Once finalised, click the save button.  
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Editing your Personal Details – Step 1: Click My Detail Tab 
On the left-hand side, click the ‘My Detail’ tab on the side bar panel.  

 

 

 

  



  Page 11 of 45 

Editing your Personal Details – Step 2: Edit your personal details 
Edit your personal details and then when you’re happy with the results, click save.  
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Merging a Horse – Step 1: Click the Horses Tab 
On the left-hand side, click the ‘Horses’ tab on the side bar panel.  
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Merging a Horse – Step 2: Searching for a Horse 
Using the Search Function, Search for the horse (by either horse name, stable name or 

microchip) that you want to merge. 
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Merging a Horse – Step 3: Expand the Horses Details 
Expand the horses’ details using the + button next to their name. 
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Merging a Horse – Step 4: Click Merge 
Click the red actions button to expand the options then click merge. 
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Merging a Horse – Step 5: Searching for the Horse to Merge 
Use the search function to find the horse you want to merge the original horse with. Then 

click the tick button to attach the horse and then press next. 
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Merging a Horse – Step 6: Selecting the Correct Details 
Use the Merging function to select the horses’ details that are correct for this horse. 
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Merging a Horse – Step 7: Selecting the Correct Details 
Use the merging function to merge which vaccinations, assessments and movements to 

merge. Once finalised, click confirm. 
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Setting a Horse to Pasture – Step 1: Click the Horses Tab 
On the left-hand side, click the ‘Horses’ tab on the side bar panel.  



  Page 20 of 45 

Setting a Horse to Pasture – Step 2: Searching for a Horse 
Using the Search Function, Search for the horse (by either horse name, stable name or 

microchip) that you want to set to pasture. 
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Setting a Horse to Pasture – Step 3: Expand the Horses Details 
Expand the horses’ details using the + button next to their name. 
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Setting a Horse to Pasture – Step 4: Click ‘Set to Pasture’ 
Click the red ‘Actions’ button to expand the options then click set to pasture. 
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Setting a Horse to Pasture – Step 5: Confirm 
Once you’re happy to continue, click confirm to set the horse to pasture. 
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Selling a Horse – Step 1: Click the Horse Tab 
On the left-hand side, click the ‘Horses’ tab on the side bar panel.  
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Selling a Horse – Step 2: Searching for a Horse 
Using the Search Function, Search for the horse (by either horse name, stable name or 

microchip) that you want to set to sell. 
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Selling a Horse – Step 3: Expand the Horses Details 
Expand the horses’ details using the + button next to their name. 
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Selling a Horse – Step 4: Click Set Sold Status 
Click the red ‘Actions’ button to expand the options then click set to sold status. 
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Selling a Horse – Step 5: Finalising Details 
Once you’re happy with the details included for the horse, click save. 

Alternatively, if you want to send the new owner the horse details, click ‘include buyers’ 

details’ in the bottom left-hand corner.  
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Selling a Horse – Step 6: Adding Buyers Details 
You can use the search function to search for the person to transfer the horses’ details to. 

Select the person using the select function and once finalised, click save. 

 

 

 

 

 

 

 

 

 

 

 

Additionally, you can click the tix box down the bottom of the page to send the horses 

movement details with the horse.  
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Selling a Horse – Step 7: Dashboard Notification 
The horse will sit in transfer on the seller’s dashboard until it has been approved by the 

purchaser.  

 

If the seller wants to cancel the transfer, they can simply click the red x button. 
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Selling a Horse – Step 8: Buyers Email Notification 
Once the transfer request has been sent, the new owner will receive an email with a link 

where they will be prompted to login and accept or decline the horses’ details. 
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Selling a Horse – Step 9: Buyer Confirmation 
Once the purchaser has confirmed the horses’ details are correct, the new owner can 

press the accept button. 
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Creating a Death Report – Step 1: Click the Horse Tab 
On the left-hand side, click the ‘Horses’ tab on the side bar panel.  
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Creating a Death Report – Step 2: Search for the Horse 
Using the Search Function, Search for the horse (by either horse name, stable name or 

microchip) that you want to create a death report for. 
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Creating a Death Report – Step 3: Expand the Horses Details 
Expand the horses’ details using the + button next to their name. 
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Creating a Death Report – Step 4: Click Death Report 
Click the red ‘Actions’ button to expand the options then click death report. 
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Creating a Death Report – Step 5: Enter Details 
Enter the details, cause of death and then click save. 
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Changing between locations – Step 1: Click the Change Role Tab 
On the left-hand side, click the ‘Change Role’ tab on the side bar panel.  
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Changing between locations – Changing and Setting Locations as Default 
A menu will appear which will allow you to choose 

between the location and your role at the specific 

location 

 

 

 

You can switch between roles and set a certain role as 

your default when you login. 

 

 

 

Once you tick the ‘set as default location and role’ 

button, click the ‘switch’ button to finalise the change. 

This means when you login, this will be the location that 

you will login to automatically.  
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Adding a Health Record (Shoeing, Dentistry, Worming) –  

Step 1: Click the Horse Health Tab 
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Adding a Health Record (Shoeing, Dentistry, Worming) – Step 2: Click Add 
In the top right-hand corner, click the add record button. 
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Adding a Health Record (Shoeing, Dentistry, Worming) –  

Step 3: Add the Horse 
Search for the horse you want to add the health record to by using the search function. 

You can search the horse by name, stable name or microchip.  

Once found, click the select button to lock it into place. 

  



  Page 43 of 45 

Adding a Health Record (Shoeing, Dentistry, Worming) –  

Step 4: Enter the details 
Enter the details for the vaccination of which you’re entering. 

NOTE: The due date and batch expiry date are pre-set (meaning they cannot be edited). 

To manually edit the dates, click enable manual entry and you will be able to manually 

change the date.  
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Adding a Health Record (Shoeing, Dentistry, Worming) –  

Step 5: Press Save 
After you have finalised the details of the vaccination, click save and download, save and 

email or save to finalise the form. 
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Adding a Health Record (Shoeing, Dentistry, Worming) –  

Step 6: Emailing the Vaccination. 

You can Email the report by clicking 

the email group you want it sent it to. 

This can be done by the tick box 

next to the group. 

Alternatively, you can type an 

email in the text field.  

Once typed press enter. 

The email address will then lock 

into place. Then click confirm. 


